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1.0 Administrative Review Overview 

State agencies are responsible for performing an Administrative Review for all School Food 

Authorities (SFAs), i.e., sponsors, participating in the School Nutrition Program (SNP) to ensure 

compliance with USDA regulations for serving school meals. SNP Administrative Reviews are 

performed on a three-year cycle unless the state has received a waiver from the USDA to alter 

the review cycle.  

 

2.0 Getting Started 

2.1 Accessing the Website 

Maine Department of Education (Maine DOE) provides child nutrition program sponsors with a 

login to CNPWeb. CNPWeb is where you will access the School Nutrition Program module 

where the SNP Administrative Review (E-Reviews) feature can be found. This is where you will 

complete the offsite portion of the review. 

 

2.2 Logging In 

To log in to the SNP module: 

1) Access the system by typing the URL (https://me.cnpus.com/cnp/Login) into the address 

line of your web browser. 

2) Enter your assigned user ID. 

3) Enter your password. 

4) Select Login. 

  

https://me.cnpus.com/cnp/Login
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2.3 Programs Menu 

Once logged in, the Program Selection screen will display. Access to specific program modules is 

based on the user’s security rights. Select the SNP program code to go to the School Nutrition 

Program page. 

 

2.4 Notice Page 

After selecting SNP, the Notice page may populate. This page is used to provide sponsors with 

important information and updates. Click Next Page to move forward. 

 

2.5 Program Year 

System data is organized by program year. Upon logging in to the system, select the desired 

program year from the list.  
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3.0 Security 

3.1 Security Overview 

Each user is responsible for any actions taken under their user ID. CNPWeb is designed to allow 

the sponsor and state to manage the distribution of federal funds for food programs. This 

means all user IDs are responsible for following CNPWeb, state, and federal security guidelines. 

 

User access is managed by the state via access group permissions. In most instances, two 

access groups with special Administrative Review permissions are created: 

• Admin Review (state) – users in this access group generally have overall access to the E-

Reviews feature. 

• Admin Review (sponsor) – users in this access group are usually given permission (by a 

state user) to access offsite assessment forms, corrective action documents, 

commendations, technical assistance, notes to sponsor, and attachments. 

 

4.0 E-Reviews Functions 
This section of the manual provides information on how to navigate to and use the functions 

associated completing the sponsor portion of an SNP Administrative Review in CNPWeb. 

 

Through the SNP Administrative Review (E-Reviews) feature, authorized sponsor users can: 

• View scheduled reviews and track review progress 

• Access reference documents containing information on USDA Administrative Review 

guidance and instructions for correctly completing sponsor-level forms of the review 

• Complete the USDA offsite review forms 

• View corrective action, notes, technical assistance, and commendations entered by the 

state reviewer 

• Submit corrective action responses 
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4.1 Accessing E-Reviews Functions 

To access E-Reviews functions: 

1) Log in and select a program year. 

2) Select E-Reviews from the main menu. 

3) The E-Reviews dropdown list will display. All available functions will be discussed in the 

following sections. 

 

4.2 Review Summary Page Overview 

The Review Summary page is used within the general Administrative Review context to 

manage review activities. Sponsors will use this page to navigate to the sponsor-level portion 

of the review (see section 5.0 for step-by-step instructions for completing offsite questions). 

Reviews are set up in a three-tiered approach, represented on the Review Summary page with 

three colored banners. 

1) Review Summary (Green): top-level information; general forms and questions to be 

completed; list of sponsor and site reviews to be completed; general references; site 

selection 

2) Sponsor Review (Blue): sponsor-level forms and related tools/resources 

3) Site Review (Yellow): site-level forms and related tools/resources 

 

 

Please note that the reviews illustrated in this manual were created for example  

purposes only and do not reflect actual results for sponsors shown. 

 

Note: Sponsor users will typically only have access to the Review Summary and Sponsor Review 

pages. Site-level questions are completed by a state reviewer after an onsite visit. 
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4.2.1 Sponsor Review Page 

The Sponsor Review page is accessed from the Review Summary page. Click Select next to the 

sponsor name in the blue banner.  

 

The Sponsor Review page displays. Sponsor-level content area links are available under the 

Content heading of the side-bar menu and allow the user to access related review forms.  

 

The Content section of the side-bar menu can also be used to see the number of findings and 

unfinished questions within the review. If a content area contains any findings, the number of 

findings will appear inside a yellow circle. Unfinished questions within a content area are shown 

inside a red circle. 

 

The progress bars to the right can be used to quickly determine progress within each content 

area. Green represents completed questions, yellow represents questions that are in progress 

but missing information, and red represents questions that have not been started. Findings will 

display here as well in a yellow circle next to the progress bar of the associated content area. 
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4.2.2 Side-Bar Menu 

The Review Summary and Sponsor Review pages that you will be working in include a side-bar 

menu (to the left). The side-bar menu will update to reflect the screen you are working on (e.g., 

navigating to the Sponsor Review page will result in sponsor-specific tools, content area links, 

and resources available in the side-bar menu). Additional instructions on the tools and 

resources available in the side-bar menu are provided in section 6.0. 

 

4.2.3 Icon Menu 

The Review Summary and Sponsor Review pages that you will be working in include an icon 

menu (to the right) to quickly upload and access offline review documents. 

 

Available icons and their functions are provided in the table below. 

Icon Function 

 View uploaded E-Review documents (will only display in the icon menu once a 

document has been uploaded to the review) 

 Upload E-Review document 

 

Numbers will appear next to the icons as documents are uploaded. For example,            

indicates that one document has been uploaded to the review. These numbers will change as 

you navigate between the Review Summary and Sponsor Summary pages, as the uploaded 

documents are specific to the page to which they were uploaded. For example, if you  

uploaded a document while working on the Sponsor Review page, it would not show  

up on the Review Summary page. 
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4.3 E-Review Log by Sponsor 

This function provides sponsor users the ability to view a list of all assigned reviews and to 

access the associated Review Summary pages. See section 5.0 for step-by-step instructions on 

completing the sponsor-level portion of the review. 

1) Log in and select a program year. 

2) For administrators of more than one sponsor, select a sponsor. 

3) Select E-Reviews from the main menu. Choose E-Review Log by Sponsor from the 

dropdown. 

4) The E-Review Log will display, listing all reviews that have been created for the selected 

sponsor. 

a. Choose the Select button to the left of a review to access the associated Review 

Summary page. 

b. Choose the View action button to open the E-Review Scheduling Entry form of 

the selected review. This form will show details of the review such as the 

program year, sponsor, review type, review status, assigned state reviewer, due 

date, begin date, end date, and close date. 

 

 

4.4 Corrective Action Responses 

This function provides sponsor users the ability to view, edit, and respond to corrective actions 

documented by the reviewer. 

1) Log in and select a program year. 

2) For administrators of more than one sponsor, select a sponsor. 

3) Select E-Reviews from the main menu. Choose Corrective Action Responses from the 

dropdown. 

4) Corrective actions documented during the review will display. Select Edit next to a 

corrective action to submit a response. 

 

Note: Only one SNP Administrative Review can be scheduled within a program year; however, the 

state can schedule as many follow ups as deemed necessary within a program year. 
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5) The corrective action document will display. Review the original finding and the required 

corrective action(s) outlined by the reviewer. 

6) At the bottom of each corrective action document, there will be a section for sponsors 

to reply. In the textbox (will show instructions to “Enter a Corrective Action Response”), 

enter a response to the reviewer explaining how the required corrective action has been 

completed. An example of a Corrective Action Response form is shown below. 

 

7) When finished, click Save at the bottom of the document. The response has now been 

submitted to the state for review. 

8) The Response Submitted column for the corrective action will now have a checkmark. 

Maine DOE will either: 

a. Approve the corrective action response. When this occurs, the Apprv’d column 

will show a checkmark and an Apprv’d Date will populate. 

b. Send back additional corrective action. The checkmark in the Response 

Submitted column will be removed, indicating another response from the 

sponsor is required. 

 

Original 
Finding 

Required 
Corrective 

Action 

Sponsor 
Response 
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9) Repeat steps 1-7 until all corrective actions show a checkmark in the Response 

Submitted column. 

 

5.0 Completing an Administrative Review 

This section provides step-by-step instructions for completing the sponsor portion of an 

Administrative Review in CNPWeb. If you need additional information on the organization or 

navigation of the Review Summary or Sponsor Review pages as you work through the review, 

see sections 4.2 and 4.2.1, respectively. 

 

When ready to begin the review, you will need to access the Review Summary page. 

1) Log in and select a program year. 

2) For administrators of more than one sponsor, select a sponsor. 

3) Select E-Reviews from the main menu. Choose E-Review Log by Sponsor from the 

dropdown. 

4) Click the Select button to the left of the review you would like to access. The Review 

Summary page will open. 

 

5.1 Completing the General Portion of the Review 

Maine DOE does not currently provide sponsor users access to forms on the Review Summary 

page, so there should be no Content heading in the side-bar menu. Sponsors can expand the 

References heading to view policy memos, USDA guidance, etc., relevant to the review. When 

finished reviewing the reference documents, proceed to the Sponsor Review page (section 5.2). 
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5.2 Completing the Sponsor-Level Portion of the Review 

Each content area link on the Sponsor Review page includes a comprehensive set of questions 

from all USDA forms and tools required to complete that content area at the sponsor level. All 

questions must be completed. 

 

The Sponsor Review page is accessed from the Review Summary page (refer to section 5.0 for 

quick instructions on accessing the Review Summary page). Once there, click Select next to the 

sponsor-level review (located in the blue banner) to open the Sponsor Review page. 

 

The Sponsor Review page contains sponsor-level content area links to the left (located under 

the Content heading of the side-bar menu). To the right, the progress bars show the status of 

questions within each content area.  

 

Visit all content area links. Always read the reference documents for each content area before 

completing the associated forms.  
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After reviewing the available reference documents, answer questions by clicking the Edit 

button to the left of each question, and make sure to open all purple tabs to access and 

complete all forms contained within the selected content area. 

 

The number of questions within a content area may change throughout the review as you 

provide responses. The system will automatically apply filters based on your answers and will 

adjust the available/required questions as you complete the review. 

 

6.0 Additional Side-Bar Menu Resources 

The side-bar menu allows the user to perform additional activities within the Administrative 

Review. Sponsors can quickly navigate between review levels, check the review status, and view 

notes, technical assistance, and commendations documented by the state reviewer. 

 

6.1 Review Page Links 

Links to the different review pages (Review Summary and Sponsor Review) are located under 

the Overview heading of the side-bar menu. Expand the Overview heading and click the name 

of the review level to navigate to the associated page. 

• Selecting Review Summary will take you to the Review Summary page. 

• Selecting the Sponsor Name will take you to the Sponsor Review page. 

  

Note: The color of the Edit button next to a question indicates its completion status. Green 

indicates that the question has been completed and saved, yellow indicates that the question is in 

progress, and red indicates that the question has not been started. 
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6.2 Review Status 

On the Sponsor Review page, a Status link is available under the Overview heading of the side-

bar menu. This function allows sponsor users to access a summary of the review status. Color-

coded progress bars will show the status of each sponsor-level content area. 

 

6.3 Notes 

This function provides sponsor users the ability to view notes added by state reviewers. 

1) Expand the Overview heading of the side-bar menu. Select Notes. 

a. Notes can be accessed from both the Review Summary page and the Sponsor 

Review page. The notes that display on the Review Summary page will be the 

same as those found on the Sponsor Review page and vice versa. 

2) A Review Notes list will display. Click the View action button next to a note for 

additional details. 

 

6.4 Technical Assistance 

This function provides sponsor users the ability to view technical assistance entries added by 

state reviewers.  

1) Expand the Overview heading of the side-bar menu. Select Technical Assistance. 

a. Technical assistance entries can be accessed from both the Review Summary 

page and the Sponsor Review page. The entries that display on the Review 

Summary page will be the same as those found on the Sponsor Review page  

and vice versa. 
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2) A Review Technical Assistance list will display. Click the View action button next to an 

entry for additional details. 

 

6.5 Commendations  

This function provides sponsor users the ability to view commendations added by state 

reviewers.  

1) Expand the Overview heading of the side-bar menu. Select Commendations. 

a. Commendations can be accessed from both the Review Summary page and the 

Sponsor Review page. The entries that display on the Review Summary page will 

be the same as those found on the Sponsor Review page and vice versa. 

2) A Review Commendations list will display. Click the View action button next to an entry 

for additional details. 

 


